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This Office concurs in the general idea of standsrdization of filing
supplies and in the number of standard items suggested., However, the
Logistics Office installed the Agency recommended correspondence filing
gystem ag of 1 January 1953, and our experience with Item ¢ of proposed

Notice is that the 3twaignt~cuu folder maskes visibility of the title
extremely ﬂnwr, We have also found thet the unreinforced edge of Item ¢
bends or brﬁaks under usage, and we suggest the following substitutions
for Items c¢ and d:

o lede;} “file, draft, 1/3 tabbed, cne position only, tab
rsinforaa& 11 point

gi} Lagal—sma&
(2) letter-size

d Folder, file, kraft, 1/3 tabbed, one position only, tab
reinforced, 11 point, with fasteners,

(1) legal-size

(2) Letter-size 25X1 4
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Acting Cnieijﬂdministrativa Stafy
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Although the 0ffice of Commmications swbeoribes to
the principle of standardization, it believes its application should
e tempared with resson.

Zbout one year ago the Apency spvonsored a meeting held in
#lcott Hall, addresasd by representatives of Remington Rand., This meeting
wad for the purpose of instruction in filing systema. One system that was
zrwmnmmen&ﬂd was called Variadex., «In this system all file folders are of
the l/jwcut, zacond pogltion type. This places all folder titles in one
straight line in the file drawer, which eiiminates the need c¢f looking in
several positions for a folder title. The file guides used in this system
are 1/8-cut, first and second positions. The primary classification or
Hvision of files is placed on the first position guide and subdivisions are
plau&d.mm the second position guides, This places the guide index to the left
of the folder tabs. The tabs of (QUT cards appear in the Lth positione«to the
right of the folder tabs, which flag any missing folders.

The Variadex system may not be the best for every office, and
it i3 ot recommended that f1ling supplies be procured from any particular
gource, but it is believed that standardized items should permit the continued
use of established systems rather than necessitating, in many cases, 2 completessyq
change in the files, To this end it is recommended that Sth-cut file guides
aleo be standardized. It is also recommended vefore amy pew aquipment oy
rrocedure 1s standardized, that the ]
present practices and problems of all CERCHR: [
uffices concerned be studied and that the
proposed standardization be discussed with
811l concerned before adoption.
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CIMEIEMET  Several of our offices have reservations on a regulation which
woudd limit the procurement of f£iling cabinets and safe cabinets
't.w standard five and four-drawer ones. CORR, for instance, has
wm experimenting with the uss of two-drawer legal safe cabinets

ned with & table top a8 2 space saver, and would likes to

le to use two~drawer safe cabinets where this would be

.i,ms ible, However agperiments can go forward with cabinets

pow availlable and the matter reopened later if it is degired

that two-drawer safes be added to the standsrd procurament
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20 June 1953
(Dote )

FEETRY JL'“M’BE“ i
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Gty L. Sloce It is fregquently not possible to aacertain the
extent of legal size material to be filed, we recommend
that the requirement for a formal certification as to
the percentage of legal size material to be filed be
deleted, and in lieu, the notice could charge each
requisitioning office with the responsibility of sssuring
that legal size cabinets ordered and used be kept to a
mindmuw consistent with iteg £iling requirements.

2. Twe-draver cabinets have been utilized by many executive
offices and in view of economy and their practical use we
recommend that provision be made for purchases of cabinets
with less than four-drawers.
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NOTICE N LOGISTICS

ST VN — 1953

SUPPLY
PROCUREMENT OF LETTER- AND LEGAL-SIZE FILING CABINETS

1. Effective upon publication of this Notice, the following standards
are established for the procurement of letter- and legal-size filing cabinets:

a. Cabinets without locks. Procurement of correspondence type
filing cabinets will be restricted to standard five-drawer legal- or
letter-size cabinets. The cabinets established as standard are
equipped with guide rods and have 24-inch drawers. Requisitions for
legal-size cabinets will not be honored unless accompanied by a
justification stating that an estimated 20 percent or more of the
material to be filed therein is of legal size. If it is estimated
that less than 20 percent of the material to be filed is of legal size,
the justification should state the reason why letter-size cabinets
cannot be used.

b. No change

2. No change
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